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Building a Query

Select Queries = New = Design View and click OK:
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Select the ACCESS table(s) you wish to use, and click Add.

NOTE: Ensure you select the appropriate ACCESS table and not a
“Link Table".
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Show:
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After selecting the table(s) you wish to use, and it/they appearsin the
“Select Query” area, click Close on the Show Table box.



To link tables, hold down the left mouse button and drag

from the linkable field in onetable to itsrelated field in the

other. Example HANDLER ID in HBASIC to
FK_HBASICHANDLER ID inHHANDLER.
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To define the relationship, double-click on the Link line:
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Join Properties [ 7] I

In the Join

Left Table Mame Right Table Mame

Properties box, |HBASIC | |HHenOLER -]
choose the

. Lefk Column Mame Right Column Mame
appropri ae {HANDLER_ID -l IFK_HEHP.SICHF'.NDLEF =l
relationship you 5
d esire an d Cl | Ck L E;I:F; ;n;lrl.‘lad:qrf:ls where the joined fields Fran both

OK.

tecards From ‘HHAMDLER' where the joined fields are
equal,

" 3 Include ALL records From 'HHAMDLER' and anly those
records From 'HEASIC where the joined figlds are equal.

(4 Cancel i =

Note that the Link line changesto an arrow, pointing from one
field to it'srelated field based on the join property you assigned.
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After selecting any criteria and/or sort you desire, click the Run
icon (1):
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FK_HEASICHANDLER _ID
ACTIVITY _LOCATION
LOCATION_STREET_NO
LOCATION_STREET]
LOCATION_CITY =]

[

<
Field: |H&MDLER_ID HANDLER,_MAME LOCATION_STREET _ [LOCATIOM_STREET  [LOCATION_CITY
Table: [HBASIC HBASIC HHAMDLER: HHANDLER. HHAMDLER.
Sork: Ascending
Shaw:
Criteria: "LITTLE ROCK"
ars . -
1| | 4
|BONAO0K256 &
Save As [ 2]
. Query Mame; ik
Save your query with [DEMG QUERY]
an appropriate name. Cancel

Queries allow you be better qualify criteria, such as concatenating
fields, using IF.. THEN statements, etc.. Building aquery first aidsin

generating a report.



M CROSOFT ACCESS 2000 OPERATORS, CHARACTERS AND

FUNCTI ONS

(Commonly used wi th RCRAI nf o)

COMMONLY USED OPERATCRS:

@er at or

<>

Li ke

Bet ween. . And

In

Definition
Equal to
Less than

Less than or equal to
G eater than

G eater than or equal
to

Not equal to

Fi nds values within
defined ‘pattern’
(Opposite “Not Like")

Fi nds val ues bet ween
gi ven paraneters
(i ncl usive)

Finds values in |ist

COMMONLY USED W LDCARD CHARACTERS

Char acter

Usage

*

string.
?

[ ]

range i n ascendi ng order

Zto A.
#

Mat ches any nunber of characters.
It can be used as the first or
| ast character in the character

Mat ches any singl e al phabetic
character.

Mat ches any singl e character

within the brackets.

Mat ches any character not in the

br acket s.

Mat ches any one of a range of
characters. You nust specify the
(Ato Z

Mat ches any single nuneric
character.

Exanpl e
= “NORFOLK"

< 10
<= 10
> 10
>= 10

<> “LITTLE ROCK"

Li ke “NOR*”

Bet ween #10/ 1/ 99# and
#9/ 30/ 00#

In (HI\K:Y' HSCY)
Exanpl e

wh* finds what, white,
why

B?Il finds Bill, bull,
Bal |, bel

Blae]ll finds bal

and bell but not bil
b[!ae]ll finds bil

and bull but not bel

b[a-c]d finds bad, bbd,
bcd

1#3 finds 103, 113, 123

and

not



FUNCTI ONS

Not e:  This handout covers
sone the nost common

M crosoft Access functions
used with RCRAInfo. A
conplete |list of Access’s
built-in Functions can be
found in the Expression
Bui | der.

For nore information, or

i nformati on on ot her
functions, we recomend you
consult any good text

ref erence concerni ng

M crosoft Access or use the
built-in Hel p function.

Expression Builder

:

+ -4 *a] =5 <=5 And or met tike] (]

-Ia_hl HUMIVERSE TYPE_CQL &
(#] Tables
3] Queries
(3] Forms
3] Reparts
(=] Functions
(Bt Lilk-In Functions

£ TRAIMING =
1] | »

Abs{number)

Arrays
Zanversian
Database

Drate Time
DDEJOLE

Domain Aggregake
Erraor Handling
Financial

General
InputCukput

= o]

Cancel

:I ndo I

Paste | Help I

_g
Asc
akn
fvg
CBoal
CBvte
CiZur
CDake
okl
CDec

_ﬂ Choose _ﬂ

=

FUNCTI ON Exanpl e
Left() Left ([ HHANDLER] ! [ LOCATI ON_ZI P] , 5)
“123459876" results = “12345“
Ri ght () Ri ght ([ HHANDLER] ! [ LOCATI ON_ZI P] , 4)
“123459876" results = “9876"
M d() M d([ CEVALUATI ON] ! [ FK_LU_STAFFPERSON | DENTI FI ER] , 3, 5)
“ARAAA" results = “AAA”
& (Used for concatenation - conbining fields)
Left ([ HHANDLER] ! [ LOCATION_ZI P] ,5) & “-* &
Ri ght ([ HHANDLER] ! [ LOCATI ON_ZI P] , 4)
results = “12345-9876"
[ HHANDLER] ! [ LOCATI ON_STREET_NJ & " " &
[ HHANDLER] ! [ LOCATI ON_STREET1]
“123" & “MAIN ST” results = “123 MAIN ST”
“ % & “STATE HWY 123" results = “ STATE HW 123"
LTrim) (Trins blank spaces fromthe left or right)
RTrim) LTri m([ HHANDLER] ! [ LOCATI ON_STREET_NO & " " &

[ HHANDLER] ! [ LOCATI ON_STREET1])

“ 7 & “STATE HWY 123"

results =

“STATE HWY 123"




FUNCTI ON Exanpl e

I1f() (Returns one value if the condition specified
eval uates as TRUE and another value if it eval uates
as FALSE)
For mat :
I1f(logic test, then (True results), else (False
results))

I'1f ([ HUNI VERSE] ! [ FK_LU_UNI VERSEUNI VERSE_TYPE] =" SUBJI NSP"
[ LAND DI SPOSAL_UNI T] & [INCINERATOR UNIT] & [BIF_ UNIT] &  [STORAGE UNIT] &
[ TREATMENT _UNIT], Nul 1))

I'1f ([ HHANDLER] ! [ LOCATI ON_STATE] = “LA’, “PARISH * &
[ LU COUNTY] ! [ COUNTY_NAME], |1f ([ HHANDLER] ! [ LOCATI ON_STATE] =
“AR’, “YOU LOST AGAIN, BUBBA’, “COUNTY; “ &

[ LU_COUNTY] ! [ COUNTY_NAME] ) )

Max () Ret urns Maxi mum or greatest value (OQpposite = Mn())
Max ([ CEVALUATI ON] ! [ EVALUATI ON_DATE]

Simlar in function to First() and Last ()

I's Null Used to search for Null values (Qpposite = 1s Not Null)
(type I's Null or Is Not Null into the Griteria cell)
Used to search for zero-length (blank) strings

(type two double quotation marks ("") into the Criteria
cell to search for zero-length strings (don't type a space
bet ween the quotation marks).

(Nul'l's are used when working with nuneric or date val ues, or when
there is NO value expected in the field. “” is used when working
wi th al phanurneric or blank fields.)
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Bui l di ng a Query

&1 Snagltf32 Capture Preview
;rO |s§| e_Ct ALL File Edit Wiew Image Colors Help
ields in a
t abl e, > u| |EE] %] 2]
doubl e-click HBASIC HHANDLER &l
on the s o
asterisk (*) HANDLER_ID ACKNOWLEDGE FLAG
at the top of HANDLER:_MAME | BCENOWLEDGE_DATE _lj
1] 4 3
the table's [B00+600416M I
field list. (T | Z
i#1 Snaglt/32 Capture Preview | _ (O] x|
File Edit “iew Image Colorz Help To select a
- specific field
rlu| HESE] o] 2 : '
—I £ doubl e-click on
the field s nanme
* ACTIVITY_LOCATION ' inthe table list.
HAMDLEF: 1D USERID
HANDLER, NAME LAST_CHAMGE
FACILITY _IDEMTIFIER, NOTES i
REGION d| FK,_HBASICHANDLER _IC =l
<] | |
Field: |ACTIVITY LOCATIC |FK_HEASICHANDLE  |HANDLER_NAME i
Table: [HHANDLER. HHAMDLER. HEASIC |
Sork:
Show: L
Criteria:
ars lv
A =)
1 | »
|BO0+E00x1EM | >

%1 Snagltf32 Capture Preview To conbi ne records
File Edit “iew Image Colors Help with identical
| u| H|E[E %[n]] 7] val ues in specified

GPE fields, and to

= reduce unnecessary
resulting lines, it
i s reconmended t hat,
after you have
sel ected the
field(s) you want
in the query, turn

SGRY RS | o

& -

HAMNDLER _ID
HANCLER _NAME
FACILITY _IDEMTIFIER.
REGICHN

LOCATION_STREET1
LOCATICN_STREETZ
LOCATION_CITY =l

LOCATION_STATE « »
STATE fd| LOCATION_ZIP hd| t he_ Total s” on the
action bar at the
|| top to turn on
“Goup By” in the
Field: |ACTIVITY_LOCATIC  |FK_HBASICHANDLE  |HAMDLER_MAME LOCATION_CITY “Total:” line in
Table: [HHANDLER HHAMDLER. HEASIC HHANDLER. L .
Tokal: |Group B Group B Group B Group B 2 the field selection
K1) | v grid.

|B00=E00:1EM [0,273 3:2 o
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Once you have selected the fields,

query.

Sinmply enter
the specific
search
criteria you
desire using
t he
appropriate
Qper at or.

(I'f you

[T}

choose “=",
it is not
necessary to
type the
equal s

sign.)

sy Snaglt/32

pture Preview

File Edit Yiew Image Colorz Help

you' re ready to begin refining your

=] B3

> u| BElE] ][] 2]

Queryl : Select Query

HAMDLER._ID
HAMDLER._NAME
F&CILITY _IDEMTIFIER
REGION

STATE

LOCATION_STREET1
LOCATION _STREETZ
LOCATION _CITY
LOCATION _STATE
LOCATION_FIP

Field: | ACTIVITY LOCATIC FE_HEASICHANDLE HAMNDLER_NAME LOCATION CITY i
Table: |HHAMDLER. HHAMNDLER. HBASIC HHAMDLER. | | mm
Taotal: {Group By Group By Group By Group By
Sork:
Show:
Criteria: |"Tx" | "DALLAT"
ar: | %
4 »
I -
I 4 | | "1
|BO0xBO0:1EM o

naglt/32 Capture Preview

File  Edit Wiew

Image Colorz Help

| u| BE|&] +|=]] 2]

Queryl : Select Query

HANDLER_MAME
FACILITY _IDENTIFIER

LOCATION_STREETI
LOCATION_STREETZ
LOCATION_CITY =
LOCATION STATE

LOCATION_ZIP |

|

Field: |ACTIVITY LOCATIC FK_HBASICHAMDLE HANDLER MAME LOCATION CITY i
Table: |HHANDLER HHAMNDLER HEASIC HHANMDLER. ) |
Tatal: |Group B Group B Group B Group B
Sark: | Ascending =
Show: ascending
(Criceria: ["MC" Or "SC" Descending
ar {not sorked) | 'I
| .
I w
I 1 | | )!
|B00xE00:1 6k i

You can

sel ect any
sorting you
desire in the
dr op- down box
on the Sort:
line
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Usi ng the Expression Buil der

If you are designing a sinple query, use of the “Criteria” line in the Query
By Exanple (QBE) grid will be sufficient to retrieve the data you are
searching for. However, nmany searches will require a nore conpl ex statenent,
particularly when using If..then statenents, when concatenating fields, when
truncating a field, when trinmmng bl ank spaces — JUST TO MENTI ON A FEW

In these cases, you should, and probably will have to, use the Expression
Bui | der.

For exanple, let’s use this scenario. | want to find out what Generator
SUBJI NSP, and Transporter Universes a facility is in. So | run the follow ng

query:

=] E3

%3 Snagltf32 Capture Preview
Eile  Edit “iew Image Colorz Help

v m| HS|&G] =] 2]

gzt Queryl - Select Query H

HUNIVERSE

MOTES

FE_LU_UMNIVERSECWMER.
FE_LU_UMNIVERSEUMIVERSE _TYFPE
FK_HEASICHAMNDLER_ID :I
ACTIVITY _LOCATION i

< |

Field:
Table:
Takal:

Sork:
Shiow:

Criteria:
ars

4

ACTIVITY _LOCATIC

Fr._HBASICHANDLE

FE_LU_LNIVERSELI

HUMNIVERSE

HUMNIVER.SE

HUMNIVERSE

Group By

Group By

Group By

vl

v

v

o1

"ARD054575235"

| B00xE00:1 6k

13



And, |
find that
this
facility
isin a
nunber of
Uni ver ses:

i3 Snagltf32 Capture Preview
File Edit View

v m| BlEl&] 2 [2]-] 2

=t Queryl - Select Query

Image Colorz Help

BAl-F ARDOS4575235 CAWRIKLD

| |AR ARDOS4575235  CLOSYWREKLD

AR ARDOS457E23E  LOG

AR ARDOS4575238 FERMPROG

AR ARDOS4575238  PERMYWRKLD

AR ARDOS4575238 SUBJCA

| |AR ARDOSASTE23E | SUBJINSF
ARDOSA57E235 TRANSFPORT

B00xE00x16M [

I"monly looking for Generator (in this case LQE, SUBJINSP and TRANSPORT,

so | try:

i3 Snagltf32 Capture Preview
File Edit View

Image Colors

Help

=] E3

v | BlE|&] [2]-] 2

-

gt Queryl - Select Query ek
HUNIVERSE _

MOTES
Fr_LU_UMNIVERSECAWWMER.
Fr._LU_UMIWERSEMIVERSE _TYPE
Fr._HEASIZHANDLER_ID
ACTIVITY _LOCATION

<] |
[
Field: [ACTIVITY LOCATIC Fk._HEASICHAMDLE FE_LU_UNIVERSEUNIVERSE _THPE
Table: |HUMIYERSE HUMNIVERSE HUMIVERSE
Tatal: |Group By Group By Group By
Sork:
Show:
Criteria; "ARD0S45752358" "LOG" Or "SUBIIMSP" Or "TRANSPORT" -
4 | :
|B00=E00:1 60 |
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i1 Snaglt/32 Capture Preview =l
Eile Edit Miew Image Colorz Help

»|n| BiB(&] 2[5 (-] 2

ARDOSA575236 LOG
AR ARDOS4575238 SUBINSP
ARDO54575238 TRANSPORT

And...
get:

W' re is getting
cl oser, but |
want it all on
one line.

|B00x600x16M [ P

We can fix this with the Expression Buil der!

&1 Snaglt/32 Capture Preview | [O] x|
File Edit ‘iew |mage Colors Help dick on the
> | DiE(E] 5] 2] field s name

B inthe Field
:
line of the

MOTES @E

FE_LU_NIVER SEOWNER.
Fk_LU_MIVERSEUNIVERSE_TYPE
FK._HBASICHAMDLER _ID
ACTIVITY _LOCATION i

4l |

Field: | ACTIVITY LOCATIC FK_HBASICHANDLE FE LU_!JNI\}'—FH—RSEUNIVERSE TYPE =

Table: |HUNIVERSE HUNIVERSE HUNIVERSE

Tatal: | Group B Group B Group B

Sart:

Show: ]
Criteria: "ARDOS4575235"

ar: ﬂJ vI
[+ | =N

[RODKEDOATEM | 7

Aick the “Build” icon (a Magic Wand) at the top:

i3 Snaglt/32 Capture Preview M=l E3
File Edit “iew Image Colorz Help

v m| BE|&] ] 2

Microsoft Access £
JEiIe Edit Wiew Inserk Query Toaols ‘Window Help

=Rl =g e = A Sl e R = o = = =

gz Queryl - Select Query

|S00600:16M [ P
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Exprezzion Builder
The Expression
Fk_LU_UNIVERSEUINIVERSE_TYPE I I Bui | der box
Cancel wi || appear.
=l ndo |
+ -0 #|sl = s 2] and or ot uke| (] pee | e |
Ty eyl
(3] Tables
Ii'lQueries
(®] Forms
EIRepDrts
(3] Functions
£ Constanks
In__IOperatDrs
(21 Comman Expressions
2
For this field, I'm g 2
) ’ i E
| ooki ng for Generator Gipression Hulde: 2] x]
Status - LQG SQG or GEM: IIF(FK_LU_UNIVERSEUNIVERSE_TYPE =
CEG, Cancel
| entered a new nane =
for the field (GEN') = oo |
(I'f you don't renane + - | *I_&:_!=:=~::=:>I And ©r Mok LikEJ i }| Paste | Help |
the field, Expression
Bui I der will nane it [0 Queryt
“ EXpr ln , “ EXpr 211 , IE_I
etc. HACTIVITY
3 HeASIC
'llz'hent_type the - 3 HoONTACT
unc |:)Infyou wan o] ] HHARDLER
use - 0 3 HUNIVERSE
Expand the “Tabl es” (¥ Queries
by clicking the (#] Forms =|
Fol der beside it:
o
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Scrol |
click on

i+ Snaglt/32 Capture Preview |_ [Of =]

Wi

File  Edit

it’'s Fol der.

Image Colars

Help

down to the Table you want to work with,
The Tables field nanmes wl |

appear

in the case HUNI VERSE, and
in the center

box.

T

_UMIVERSECW
_UMIVERSELINI
ASICHAMDLER,
ITY_LOCATION

WCTIVITY _LiiZh
{UNIVERSE

T
4]

EEEEEE

CHPIESFIUN D unuel

GEM: IIF(FK_LU_UNIYERSELNIYERSE_TYPE

+ - { *|a]=> <=5 and or met vike| (3]

Zancel

LI Indo I

Paste |

Help |

-IE:I Queryl

(=1 Tables
£ HACTIVITY
(I HBASIC
CI HCONTACT
(1 HHAMDLER.

3] %:ries

(3 Forms

2

LaMD DISPOSAL LIEFS
INCIMNERATOR, _LINI

BIF_LINIT

STORAGE_LINIT
TREATMEMT _LIMIT

ISERID
LAST_CHANGE
MOTES

FK_LU_UNIVERSED' |
FK_LU_UNIVERSELF
FK_HBASICHANDLE 7|

<Malue

|B00xE00%1 M

i3 Snaglt/32 Capture Preview

File  Edit Wiew

Image Colors

Help

=] E3

v = BislE] 25| 2]

Expreszsion Builder

GEM: IIF(FK_LU_UMIVERSELMIVERSE _TVPE

+- 1§ *|a] =3 << and or mot Like| ¢ ]

O Gueryl
(=] Tahles

[#] Forms

(I HACTIVITY

. 3 HBASIC

| £ HooNTACT
(T HHAMDLER.
=

(] Queries

[VER.SE

AL UNIT

IMCIMERATOR _LMIT
BIF_LIMIT
STORAGE_LMIT
TREATMEMNT_LINIT
ISERID

LAST _CHAMGE
MOTES

Fr_LU_UMNIYERSECWMNER.

F¥_LI_UMIVERSEUNIVERSE_TYPE =
FK_HBASICHAMNDLER._ID

|800+600:1 EM

You can
expand t he
Expr essi on
Bui | der
box, to
make it
easier to
read, by
draggi ng
the left
or right

si des.
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Doubl e-click on the field nane you desire, and it will pop up into the
expr essi on.

i#1 Snaglt/32 Capture Preview [_ O]
File Edit “iew Image Colarz Help

SEEECE e

Exprezsion Builder 2

GEM: IIF{ [HUNIYERSE]![F¥_LU_UMIYERSEUMIVERSE_TYPE]

+- 1 *|a]=> <<5] and or mot Lke| ¢ 3]

[0 Queryi a| [LanD_DisPosaL_umIT 7
(=] Tables INCINERATOR_LNIT —
BIF_LNIT
B8 Hac Ty STORAGE_LUNIT
(1 HBASIC TREATMENT _LINIT -
COHCOMTACT USERID
(7 HHAMDLER LAST_CHANGE
e MOTES
HUNIYERSE
& ?u ine i LU UNIVERSECWHER
[#] Forms :
-
1 | 3
|B00%E00X1EM 4

Now, we can conplete the expression. Afterwards, click K

iy Snaglt/32 Capture Preview [_[O]
File Edt Miew Image Caolarz Help

SO EEE

GEN;: IIF{ [HUMIYERSE]![FK _LU_UMIYERSEUMIYERSE _TYPE] IN ("LOG", "SQG", "CEG") I e ]
[HUMIYERSEJI[FK_LU_UNIVERSEUNIVERSE_TYPE] ,Mull)] T
_:] Undo |
+ - f *|a]=><<s] and or mot Lke| )] by paste | Help |
[0 Queryt x| [LanD_CISPosSAL_UNIT
(=1 Tables TNCIMERATOR _UNIT
BIF_UNIT
CaHACTIVITY STORAGE_UNIT
1 HBAsIC TREATMENT _LINIT
COHCOMTACT USERID:
1 HHANDLER: LAST_CHAMGE
= MOTES
LINIYERS
& H'”I LRk FK_ LU UNIVERSECWHER
Queries FK_LU_ LINIYERSELIMIYERSE
(3 Forms =] |FK_HBASICHANDLER_ID hd hd
4] | :
T o




Now, RUN the query by clicking the Exclamation Point.

i+1 Snaglt/32 Capture Preview
File Edit “iew Image Colorz Help

v m| GS|&G| 2[m]o] 2
HERY SRS »|E-|!

=ra - L B R

=t Queryl : Select Query Ei=] E3
HUNIVERSE

MOTES

Fr_LU_NIVERSECWWMER.
Fr._LU_NIVERSELMIVERSE_TYPE
Fr._HBASICHAMDLER_ID j
ACTIVITY _LOCATION s

] |

Field: |ACTIVITY LOCATIC Fk._HEASICHAMDLE GEM: IIFHUNIVERSE]![FE_LU_LINI
Table: [HUMIVERSE HUMIVER.SE
Taotal: |Eroup By Graup By Group By
Sart:
Sho:
Crikeriat |"ARDOS4575238"

[B00E00:16M | 7

i3 Snagltf32 Capture Preview
And your query runs! Fil= Edit ‘iew Image Colors Help

»|u| Hisla| ]| 2

g=f Queryl : Select Query

ARD054575235
Wait a minutel |I'm ARDOS4575235 LOG
still getting
“mul tiple” |ines.

B00xE00x16M 7




Go back to your query design, click to the right of the Goup By on the
Total: line to get the drop-down box, and sel ect Mx.

i1 Snagltf32 Capture Preview

Filz  Edit Wiew Image Colorz Help

v u]| WiSlEl S50 2

FE_LU_UNIYERSEUMIVERSE _TYPE
FK_HBASICHAMDLER _ID j
-

ACTIVITY _LOCATION

KN
Field: | ACTIVITY LOCATIC FE_HEASICHAMDLE GEM: IIF[HUNIVERSETI[ P LI LIMI
Table: [HUMIVERSE HUMIVERSE
Tatal: |Group By Group By aroup By
oKk Group By
Shiw: Sur
Criteria: | "ARDOS4575238" | Ava
ori Min
| I
I Counk
StDey
|B00RE00:1EM

Then re-run the query.

i3 Snagltf32 Capture Preview

File Edit %iew Image Colors Help
v | BS|&E| 5] 2]

= Queryl : Select Query

Now we have it!

B00xE00x16M >

Next, go back and buil d new expressions for SUBJI NSP and TRANSPORT.
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i3 Snagltf32 Capture Preview [_T0O]

File Edit Miew Image Colarz Help
»|n| W@lE] ][] 2]

Expression Builder E

SUBINSF: TIF{[HUNIVERSE]![FK_LI)_UNIVERSEUNIVERSE _TYPE]="SUBJINSF" [HUNIVERSE][LAND DISPOSAL_UMIT]& | E——l
[HUMIYERSE]I[INCINERATOR_UMIT] & [HUNIYERSE]I[BIF_UMIT] & [HUMIYERSE]I[STORAGE_UNIT] & i
[HUMIVERSE I[TREATMENT _LINIT],Mull) I

=

|B00=E00x1EM | 7

For SUBJINSP, |F the Universe Type equals “SUBJINSP’, concatenate the fields
LAND DI SPCSAL_UNIT and | NCI NERATOR UNIT and BIF_UNIT and STORAGE_UNI T and
TREATMENT _UNI'T, else Null (bl ank).

i3 Snaglt/32 Capture Preview [_ O]

File Edit Miew Image Calarz Help

v | BEIE| 2] 2]

Exprezzion Builder 4]
TRANS: IIFHUNIVERSE]I[FK_LU_UNIVERSEUNIVERSE T¥PE]="TRANSPORT","TRANS", Null) [~ | E-i

4

4] | B
|B00=E00:1EM | 7

For TRANS, |F the Universe Type equals “TRANSPORT”, then return the word “TRANS’,
el se Null (bl ank).

Set Max on for both of the new fields. Then re-run the query. You can continue on
for all Universe Types as desired.

i3 Snagltf32 Capture Preview [ _[O]

File  Edit Miew Image Colarz Help

v u| WSlE] 25| 2]

gzt Queryl - Select Query
ACTIVITY LOC/FK_HBASICHA GEN SUBJINSP TRANS
|2 AsBleiar 228G Mialsl
4 }
|B00=E00:1EM | 7
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Save As

Query Marne:

|HUNIYERSE _TYPE_QUERY

After renoving the “test”
ID fromthe BE, save the
query, giving it a name

This query can be used

2] x]

Ik

Zancel |

Go back and, as before, select

After selecting
desired tables from
the Table list in the
Show Tabl e box...

just like any table to
build a variety of reports
New for a new query.
%1 Snaglt/32 Capture Preview M=
Fil=  Edit “iew Image Colors Help
v u| BE&] 2]z 2
e
*
HANDLER._IC
HAMDLER_MA
FACILITY _IDE
REGION x| D>
|
Show Table HE =
Field:
Table:  Tables IQueriesIBoth I
Sork:
Shiow:
critoria ||| [HACTIVITY
Ot IHCONTACT
HUMIYERSE

i

|BO0~600:16M |
i#1 Snaglt/32 Capture Preview |_ (3] =]
File Edit “iew Image Colors Help
> Qis|a] 2] 2
g B
Show Table 24 x

Field: : And. .

Table: Tables Queriss |Bc-th | N . .

Sort: = Cick the Queries tab and

2o Close U sel ect desired queri es.
Criteria:

or:

[B00%B00:1 BM 22




Make appropriate links and select desired fields. Then run your query!

=] E3

HHAMDLER HUNIVERSE_TYPE_QUE. ..
LOCATION STREETZ ACTIVITY _LOCATION =

i#1 Snaglt/32 Capture Preview
File Edit “iew Image Colors

SO EEEEEE

HANDLER _MNAME
FF'.CILIT'T'_IDENTIFIEF_J

Help

LOCATION_CITY

FK_HE&SICHANDLER,_ID

LOCATION_STATE Ll

REGICN GEN
STATE LOCATION ZIP SUBJINSP
LSERID ﬂ | MAIL_STREET_MO j TRANS =
KNS
Field: r |HANDLER _IT  |HANDLER_MAMI  |LOCATION CITY  [GEM SUBJINSP TRANS
Table: |HBASIC HEASIC HEASIC HHAMNDLER. HUMNIVERSl  |HUMIVERSE HUMNIVERSE b
Total: | Group By Group By Group By Group By Group By Group By Graup By
Sark:
Showe
Criteria: |"ar"
ar:
4 | hd
] ] 0
|BDDHEUUH1 =] o
Thi s query returns:
=1 Snaglt/32 Capture Preview | _ (O] =]

File Edit “iew Image Colorz Help

SLEEE R

I

F_ I

Queryl : Select Query [_ I
STATE | HANDLER_ID HANDLER_NAME LOCATION_CITY | GEN | SUBJINSP | TRANS
|_|AR ARDODE352557 | THOMAS DERREL CO NG VAN BUREM
| |AR ARDOOG353312 WLASIC FOODS INTL-FAYETTEYILLE A FAYETTEVILLE | S0G
| |AR ARDOOG3ISSTEY TYSON FOODS-WALDROM WAL DROMN CEG
AR ARDO0G353999  ACE SIGH CO LITTLE ROCK CEG
| |AR ARDODE354161 REYMOLDS METALS CO GUM SPRIMG ARKADELPHIA  LAG  LIST
| |AR ARDODE354179 | JONES MILLS INDUSTRIAL PR JORES MILL
| |AR ARDODE354187 REYMOLDS METALS HUR CRK PLT  BALURITE 1[
| _|AR ARDODE354294 WHITE RODGERS CO BATESWILLE LOG
|_|AR ARDODE354310 | CUERDEM SIGM CO COMWAY CEG TRAND
| |AR ARDOOG3I54454 | SYNGENTA CROP PROTECTION NG M LITTLE ROCK, | LQG
| |AR ARDO0G354542 | OLIN CORPORATION M LITTLE ROCK
AR ARDO0G3IS4922 | SEARCY STEEL CO SEARCY
| |AR ARDDDE355341 EATOMN HYDRAULICS INC SEARCY LoG
Recard: 0| [ 1 v |wi]ie] of 3674

|B00=600:16M




Queries can be designed for a nunber of purposes. GCenerally one query will
serve the purpose. But sonetines, as above, you will have to build
“subqueries” to run within another query. The power here is alnost unlimted.

There are, of course, nunerous other Functions that can be used as either
Criteria or in the Expression Builder. In the limted time provided for this
presentation, we can only provide an exanple. You nmay, and should, venture
further as you devel op queries for whatever purpose desired.

Many good publications are available that will greatly enhance your know edge.
Additionally, you can find a ot of help on the Internet. In any good Search
Engi ne, search for “M CORSOFT ACCESS TUTORI AL” and a nunber of sites should
come up.

Building a report with Report Wzard

Next, let’s nove into Reports and use the second query we just built
to generate a sinple report.

| have named the second query “REPORT EXAMPLE QUERY” for this
pur pose.

Aick on Reports in the Cbjects colum and sel ect New.

iy Snagltf32 Capture Preview |_ O] =]
Eile Edit “iew Image Colors Help

o m| HS|E] 5] 2]

gE training : Database

Ohjects

Create report by Using wizard

Queries
Forms

Reporks

Modules

B3 Favorites

|G004600:TEM o
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i3 Snagltf32 Capture Preview

File Edit “iew Image Colors Help

In the New Report box, Llll Ei%iﬁl E%leﬂ

sel ect Report Wzard
and sel ect REPORT
EXAMPLE QUERY fromthe
drop-down |ist of

tabl es and queri es.

Mew Heport

Design Yiew

AutoReport: Columnar
AutoReport: Tabular
Chart Wizard

Label Wizard

This wizard automatically
Then, click OK creates your repart, based
on the fields yvou select,

Choose the table or query where

QUERY
the object's data comes From: Al

HACTIVITY
HEASIC
HCOMTACT
HHAMDLER.
HUMNIVERSE
HUMIYERSE TYPE
REPOQORT ExAMPLE QUERY

Kl |

|G004600:TEM | P

Report Wizard |

Which Fields do you want on your report?

%% Sel ect the
% - You can choose From more than one table or quersy.

field(s) you
want by
Tables/CQueries clicking “>"

an i ndi vi dual

[Query: REPORT EXAMPLE QUER. ~ | field or “>>"

for all
fevailable Fields: Selected Fields: fields.
B} | STATE
HAMDLER,_ID
= | HAMDLER_MAME Then click
LOCATION CITY Next >.
= | GEM
SLBJINSP
£ |

Zancel = Banh hlext = Einish

25



You can sel ect
fields for
“groupi ng

| evel s”.

Wien fini shed,
click Next>.

Do wou wank o add any grouping
lewvels?

HAMDLER_MAME
LOCATION_CITY
GEM
SUBIIMSP
TRAMNS

=l =

Priority

~

STATE

HAMNDLER:._ID, HANDLER_MAME,
LOCATION_CITY, GEN, SUBIIMNSP,
TRANST

Grouping Opkions ... |

Cancel |

< Back I Mext = I

Einish

What sort order do wou want for detail records?

ou can sort records by up Eo Four Figlds, in either

ascending or descending order.

You can then

I, select up to 4
e f . I ds f Or
ie
1 [HANDLER _NAME -1 (
é sorting.
1 2 3 4
4 demma mwum wawmm xanm
o B e S e .
] bt G D 5 I a4 Then click on
| gl
£ T Next >.
E HHHH HENN REHE HEHR
H

4 I | Ell
B B mhnn ERE aERn
donwn mpun mneE wEHn
T s smun s s

Cancel < Back I Mext = I Einish
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T

How wiould wou like ko lay out wour report?
X SRR ACCESS of fers
“layout 7 [ Orientation six different
. basi c | ayouts
i | Partrait
e SR ] that you can
C Block * Landscape sel ect.
fwrtoiy = ERRT [ R =
prre— ukling 1 E
HEXXHHHAK  outline = i
HEHN WAXH WREN WARK WARK = Al'so, you can
MMMME MMMME MMMME MMNME MMM & plign Left 1 now sel ect
MHEEE  WHMME HNMHE MMEME RHEHR
WENEME WMEME MMM WM RN  plign Left 2 whet her you
AR MMM MEEME HEEME HEERE want your
MHEEE WHMME HNHME  MMEME HHEHR report set up
MM WEMME HMMMN MMHME W . .
WAMMR ORMNME ORENER MENER NENRR in Portrait
¥ adiust the Field width =0 all fields fit on or Landscape
a page, orientation.
Then click on
Cancel < Back Mext = Einish Next >.

T

What style would wou like?
Next, Report
Wzard offers
you a sel ection Baold
in styles. RRRXXKK Casual
Caompack
HHHX HXXX Crate
: KA M iFormal
After selecting Soft Gray
one, click on "
Next >. Title
Lahel abhove Detail
Control from Detaill
Zancel < Back hlext = Einish
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Next, you can
enter atitle
for you
report.

Then you can
opt to Preview
the report or
Modi fy the
report’s

desi gn.

When ready,
click Finish.
The report
will run or

t he design
view wi ||

di spl ay.

What title do wou wank For vour repaort?

|S.ﬁ.MF'LE REPORT

That's all the information the wizard needs ko create wour
repork,

Do o wank bo preview the report ar modify the report's
design?

¥ Preview the report,

i~ Modify the report's design,

[ Display Help on working with the report?

T

Zancel | < Back | [demt = |

Einish

%1 Snaglt/32 Capture Preview

File - Edit

Yigw

Image Colors

Help

IS[=] B3

SO EEE R

= SAMPLE REPORT

4

SAMPLE REPORT

STATE

AR

HANDLER_NA

HANDLE

LOCATION

GEN SUBJINSP

TRAN

123 CLEANERS

19TH IUDICIAL TAS

SMLITTLE ROCE A&

SMLITTLE ROCE C

A &G ATTTD FARTS

ARFOO0001

ARFOO0007

ARTOOE04

ARTIO0GS5E

AROOOO5E5

LITILE ROCE

DECATUR

LITILE ROCE

LITILE ROCE

JOMES BOR.O

CE3
e
CE3
CE3

CEZ

|B00#E001EM
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i#1 Snaglt/32 Capture P... [H[=] E3

To go to the reports Design View, click Fille Edt Mew Image LColors

on the Viewicon in the upper |eft Help

corner on the tool bar. lr|l| H|§|§| a‘iq|%|ﬂ
JE“E Edit Wiew Tools ‘Window :I

i
& PpE8 :

J st

|B00:600%16M o

In the Design View, the report’s layout can be redesigned as desired.

Microsoft Access _[Of %
JE_iIe Edit Wiew Insert Format Tools Window Help
[kl mabl (2 6 F BE @IEEEE 18\ 02

J Report -

- B &Ry

e
TleE s m e

FE S

).

-

s R Y 2 |aBRE

[»

& Report Header

[SAMPLE REPORT

# Page Header
& STATE Header

*||[BTATE:

=H
# Report Fooker

[Desian Yiew [ i i [ Ik | [

The report will save automatically, or you will be pronpted to save it, each
time you exit.
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